INTERDEPARTMENTAL MEMORANDUM

SUBJECT: FY 2004 Maine State Government Annual Report

DATE: Augus 11, 2004
TO: All Departments and Agencies
FROM: Kaeith E. Todd, State Budget Officer Bureau of the Budget

The Bureau of the Budget is beginning preparation for publishing the Maine State Government Annua
Report for fiscd year 2003-2004. Ingructions follow regarding submission of data from your organization for
incluson in this document.

Each department or agency will be responsible for writing and submitting an entry for the Annud
Report for each Unit that was active a any time during Fiscal Y ear 2003-2004. An entry will be required for
al active Units except those Units which have an dphabetic character in their designation. These Units may,
but are not required to, have an entry in the Annua Report. The Bureau of the Budget must be naotified in
writing of any Units which have been discontinued or have become inactive during the year. The entries for
those Units which appeared in the Annua Report for fiscal year 2002-2003 have been copied to the Budget
and Financid Management Sysem (BFMS). It may only be necessary to make minor modifications to these
entries in order to bring them up to date. It isthe responsbility of the departments and agencies to proof their
own entries.

A ‘Financid Array’ will be generated automaticdly for dl Units reflected in BFMS. For Units
supplying their own financid information, it will gppear as an insart page. Departments and agencies are able
to have amaximum of three insart pages which will appear in thereport. It isintended that these inserts would
be used to show additional datistical information, and not for expanded narrative.  These inserts must be
submitted “camera ready” and will appear exactly as they are submitted. Theinsert should be submitted
on an 812x 11" sheet but text must fit within the margins of 5 x 712”. Please identify the unit
number in the margin to facilitate placement.

ELECTRONIC SUBMISSIONS

All Annua Report narrative submissions must be entered in BFMS by September 10, 2004. Any
insert pages which are to be included in the Annua Report entries must be received by the Bureau of the
Budget by September 17, 2004. Indructions for establishing and modifying datain BFMS are reflected in
Attachment A.

Similar to the Budget Management System (BMS), the Annua Report will not print unless the user’s

printer destination has been identified on a remote printer server that is maintained by the Bureau of
Information Services (BIS). Please review the information contained in Attachment B with the
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appropriate personnd in your department or agency, and notify Emile Rnard by email of any
additions, deletions or changesthat need to be made.
MANUAL SUBMISSIONS

Submissons for departments and agencies that do not have accessto BFMS are dso due to the
Budget Office by September 10, 2004. Please make changes on the copy of last year’s entry which
accompanies this memo and return it to this office. Do not retype the entire entry. However, if it is
necessary to totally replace sections, please e-mail the paragraph(s) you are changing to your Budget
Anays/Examiner and forward a paper copy aswell.

Pease be aware that editing will not affect the content of agency submissons. However, the following
four editing policies will be gpplied to dl submissons

(1) Names of particular individuds cited in the text will usualy be deleted.
(2) Editorid comment not germane will be modified or deleted.
(3) Comments relative to appeds for increased funding or personnd will be deleted.

(4) Significant amounts of data and narrative applicable to years other than this “annua
report year” will be edited for brevity.

If you have any questions or require any specific indructions, please contact your Budget
Andys/Examiner.

Attachments
KET/djl

cc. Rebecca Wyke, Commissioner, Department of Adminigtrative and Financid Services
Budget and Postion Control AnalystsExaminers
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ATTACHMENT A

Annual Report
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Navigation Path: Man Menup AdminigrationP AnnuaP Annua Report

Purpose: The window will be accessed by departments and agencies and the Bureau of the Budget to
establish, maintain and review information for the Annua Report.

Completing the Window:

1. Sdect the appropriate Y ear from the drop down.

2. Thefirg Umbreélla for which the user is authorized will be sdlected by default. Users authorized for
more than one Umbrdlamay sdect a different vaue from the drop down list. Umbrella values will be
filtered to reflect only those for which the user has been authorized. The*All’ Umbrelaoptionis a
valid option for users authorized for dl Umbrdlas.

3. All Unitsthat are enabled in the Reporting and Budget Level Maintenance window for the
Umbrelaand biennium associated with the selected Y ear will display. Datain the window will be
sorted by Umbrella, followed by Unit. Existing records may aso be sorted to facilitate selection by
entering anumber in one or more of the boxes reflected a the bottom of the window (enter “1” in the
box for the column that should be used for the primary sort, “2” in the box for the column that isto be
used for the secondary sort, etc.) and clicking the Sort button.
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4. TheUnits Reviewed box at the top of the window will reflect a count of the Units reflected in the
lower window for which the Reviewed checkbox has been selected. The Units Not Reviewed box
at the top of the window will reflect a count of the Units reflected in the lower window for whichthe
Reviewed checkbox has not been selected.

5. If the Lock Umbrdla checkbox is selected, Annud Report data for the Umbrelais view-only for ‘A
—Agency’ users.

6. Only Unitsfor which the Include checkbox is selected will display in the Annual Report. Agency
users will be prevented from changing the Include status if the record has been Reviewed or is locked.
If anew Unit is added to the Reporting and Budget Level Maintenance window, the Include
datus for the corrdating years will default to ‘Include’.

7. Click the Detail button to accessthe Annual Report Detail window to review, and modify as
needed, section information (e.g. Purpose, Organization, etc.) for the selected Unit.

8. Click the Contact & Reference button to access the Annual Report Contact and Reference
I nformation window to review current information for the selected Unit.

9. Click the Financial button to accessthe Annual Report Financial window for the sdected Unit.
Thisinformation is view-only.

10. After Annud Report information for the Unit has been updated, select the Reviewed checkbox. The
Reviewed By column will be updated to reflect the name of the user that selected the Reviewed
checkbox. When the Reviewed checkbox is selected, if information has not been entered for a
Section thet has been designated as Required in the Annual Report Information Control window,
an error message will display, identifying the Section for which an entry is required.

The Reviewed checkbox should be sdected for every Unit for an Umbrella, regardiess of
whether the Unit isto display in the Annua Report or not. If an error message displays
because text has not been provided for one or more of the sections (e.g. Purpose,
Organization, eic.), accessthe Annual Report Detail window and enter “Unit not included
in Annual Report.” I text dready exigts for a Unit that is to be excluded, that text does not
need to be changed.

Note

11. The L ast Detail Update column will reflect the system date on which the information entered for the
Unit in the Annual Report Detail window was last changed for the specified Year. When the
information is copied from one fiscal year to the next, the date will not be reset. This date is updated
automaticaly and may not be modified.

12. If the department or agency intends to submit additiond pages of information for incluson in the
Annua Report (e.g. organizationd chart, pictures, etc.), the number of pages that will need to be
reserved for the inserts must be entered in the Page I nserts column for the gppropriate Unit. The
entry of a Page Insert vaueisoptiond. An Agency user will not have the ability to change Page
Insertsif the Unit has aready been Reviewed or the Umbrdlais ‘locked' .

When finished with the record, click Update to save. Undo will undo any changes made since the last
update.

Click EXxit to return to the prior open window.
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Annual Report Detail
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Navigation Path: Main Menubp AdminigraionP AnnuaP Annuad Reportb Detal (button)p Annud
Report Detail

Purpose: Thewindow is access to provide information for the sections (e.g. Purpose, Organization, €tc.)
that are reflected in the Annual Report.

Completing the Window:

1. Whenthe Annual Report Detail window is accessed, existing section information for the selected
Unit will display. If information does not exist for a section, the text box will be blank. Only sections
that are Enabled in the Annual Report Information Control window for the specified year will be
available for update.

2. To edtablish or modify information for a section, click in the text box for the section. Double click the
text box for a section to access an expanded window to update and/or view the full text. Rich text
may not be entered in the Annual Report Detail window.

The maximum number of characters that may be entered for a section is 3,500, however,
entries are expected to be brief. The maximum number of characters should not be used
unless absolutely necessary.

Note
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Do not attempt to create columns of text as the fina report produced by the Bureau of the

Note Budget may appear different from the report that is produced on aloca printer.

When finished with the record, click Update to save. Undo will undo any changes made since the last
update.

Click EXxit to return to the prior open window.
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Annual Report Contact and Reference
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Navigation Path: Main Menub Adminigrationp AnnualP Annua Reportb Contact & Reference
(button)P  Annual Report Contact and Reference

Purpose: Thisisadigplay only window. The window will be accessed by departments and agencies and the
Bureau of the Budget to review contact and reference information for the Unit that was sdlected when the
window was accessed. Thisisthe same information that will display in the Annua Report.

Completing the Window:

1. Whenthe Annual Report Contact and Reference Information window is accessed, contact
information reflected in the Reporting Level Profile window and reference information reflected in
the Reporting and Budget Level Maintenance window will display.

2. |If changes are needed to contact information, click the Profile button to access the Reporting Level
Profilewindow for the sdlected Unit. Changes to reference information may only be made by the
Budget Adminigtrator in the Bureau of the Budget.

Click Exit to return to the prior open window.
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Annual Report Financial
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Navigation Path: Man Menub Adminigratione AnnualP Annua Reportb Financid (button)P  Annud
Report Financia

Purpose: Thisisadigplay only window. The window will be accessed by departments and agencies and the
Bureau of the Budget to review summary expenditure information for the Unit that was selected when the
window was accessed. Thisisthe same information that will display in the Annua Report.

Completing the Window:

1. Whenthe Annual Report Financial window is accessed, summary Aver age Position Count —
All Positions and L egidative Count information will display, in addition to actual expenditure
information for the selected Unit and Year. The expenditure summaries will be based on the
assignment of expenditure objects to expenditure categories (authorized users see Annual Report
Expenditure Categories and Annual Report Expenditure Category Assignments) aswell as
on the assgnment of funding sources to fund categories (authorized users see Annual Report Fund
Categories and Annual Report Fund Category Assignments). A tota for each columnis
reflected at the bottom of the window, alowing the user to scroll through the categories while the totdl
continues to display.

Click EXxit to return to the prior open window.
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Annual Report Selection
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Navigation Path: Main Menub Reportsbp AnnuaP Annua Report (button)P Annua Report Sdlection

Purpose: The window is accessed to produce the Annual Report for the selected Umbrella(s) and Unit(s).
Completing the Window:

1. Sdect the gppropriate Y ear from the drop down.

2. Thefirg Umbreélla for which the user is authorized will be sdlected by default. Users authorized for
more than on Umbrellamay sdlect a different value from the drop down. Umbrdla vaues will be
filtered to reflect only those to which the user has been authorized. The‘All’ Umbrelaoptionisa
valid option for this report for users authorized for al Umbrellas.

Select the desired Unit from the correlating drop down. “All" will be selected by defaullt.

4. Click Print to produce the report for the specified Umbrdla(s) and Unit(s).

w

Note The Annua Report may not be viewed on line. In order to produce the report successtully,
the user’s current printer configuration (Printer Queue Name and Server/Printer |P Address)
must be provided to the Bureau of Information Services.

Click Exit to return to the prior open window.
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Units Reviewed Report
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Navigation Path: Main MenubP Reportsb AnnuaP Units Reviewed Report (button)P Annua Report
Sdlection

Purpose: Thewindow may be accessed to produce areport that reflects al Units to be included in the
Annua Report for which the ‘Reviewed' checkbox has or has not been checked in the Annual Report
window.

Completing the Window:

1. Sdect the appropriate Y ear from the drop down.

2. Click the Reviewed radio button to view alist of Unitsfor which the ‘ Reviewed' checkbox has been
sdlected in the Annual Report window for the specified year.

3. Click the Not Reviewed radio button to view alist of Unitsfor which the ‘Reviewed' checkbox has
not been selected.

4. Click the View button to review the report on-line, or Print to print the report. The report may aso
be printed from the window in which it isviewed. The report will reflect the gppropriate Units for all
Umbrdlas for which the user is authorized.

Click Exit to return to the prior open window.
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AGENCY/ DEPT

Dept

Publ i c Advocate Offc

of Agriculture

Attorney General

Dept

of Audit

PRI NTER QUEUE NAME

ACE- El ABPR4100

AG_HP5_234

AG_HP8150 234

PA- - ACA1PR8000

Buscr oss

HP5N_Sout h

ATTACHMENT B

| P ADDRESS

10. 10. 78. 43

10.10.112. 1

10.10.112. 1

10. 10. 78. 43

10. 10. 232. 230

10.13.120. 3
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USER I D & NAME

aej canp - Janes Canpbel |
aemrmine - Marie M ner

af abran - Audrey Brann
afadori - Amanda Dority
af ddavi - Debbi e Davis
af dgagn - David Gagnon
afeport - Edwin Porter
af hjack - Henry Jackson
afjrich - Janet Richards
afllich -

af lward - Linda Ward

af mj ohn - Mary Ell en Johnston
af mschu - Melissa Shultz-Ni el sen

af pbouc - Peter Bouchard
af prosh - Peter Mosher

afrbatt - Robert Batteese

af rspea - Robert Spear
af sdoak - Shel | ey Doak
afsmll - Stanley MIIlay
aft bour - Terry Bourgoin
aecmans - Carmen Manson
aepplat - Phillip Platt

aoncanp - Mary Canpel |
aoprmood - Patty Moody

atemour - Ed Mouradi an
atl bran - Laurie Brann
atsharp - Sandra Har per

audshei - Doreen Sheive
augchas - Gail Chase
augknig - Gayl e Knight
aunpoul - M chael Poulin



SERVER/ PRI NTER

AGENCY/ DEPT PRI NTER QUEUE NAME | P ADDRESS USER | D & NAME

Bureau of the Budget BD- - BDA1PRHP4100 10. 10. 78. 43 bdcapt - Tom Cusi ck KH
bddl ach - David Lachance
bddl ach2 - David Lachance 2
bddl opa - Dawna Lopat osky
bddl opa2 - Dawna Lopat osky 2
bddwi | e - Diane WI ey
bdecoop - Elizabeth Cooper
bdecoop2 - Elizabeth Cooper 2
bdj boyd - Jenny Boyden
bdkt odd - Keith Todd
bdl rum2 - Linda Ruman 2
bdl ruma - Linda Ruman
bdmai nc - Melissa W nchenbach
bdof f 2
bdof f 3
bdof f 4
bdoff5 -
bdoff6 -
bdoff7 -
bdoff8 -
bdoff9 -
bdpdube - Paul Dube
bdsbl ai - Shirrin Bl ai sdel
bdsblai2 - Shirrin Blaisdell 2
bdt cusi - Tom Cusi ck
bdwi nch2 - Melissa W nchenbach 2

BD- - BDA1PR4050 10. 10. 78. 43 [ None Assigned ]
BD- - BDA1PRHPLJ5 10. 10. 78. 43 [ None Assigned ]
Prof & Financial Reg ASD4100TN 10. 11. 57. 32 brdhayd - Debra Haden

brfwint - Frederick Wnterberg
brrhend - Rachel Hendsbee

Baxter State Park NPI 4792B8 10.61.172.100 bxej ohn - Elizabeth Johston
bxj bi ss - Jensen Bi ssel
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SERVER/ PRI NTER

AGENCY/ DEPT PRI NTER QUEUE NAME | P ADDRESS USER | D & NAME

ME. M A. MEMACDA3PR4000U 10.11.68.1 cdbverr - Brenda Verrill
cdj al be - Joseph Al bert
cdl goss - Linda Gosselin
cdlmll - Lynette Mller
cdnpl ou - Nancy Pl ourde
cdrcrea - Roberta Creaner
cdrmahe - Rebecca Maheux
cdvunph - Vi cki Unphrey
cfcguer - Carol Guerrette
cfdlove - David Lovej oy
cfjwilc - Jacqueline WI cox

Dept of Conservation DCNQLPD1 10.11.172. 4 cnbl ear - Barbara Learned
cndphil - Deb Phillips
cnepink - Em |y Pinkham
cnj anas - John Anastasio
cnkryde - Karen Rider
cnnmdoch - Molly Docherty
cnm ajo - Marleen Lajoie
cnpberi - Peter Beringer
cnpdwe - Peggy Dwyer
cnrmarv - Robert Marvi nney
cnrwill - Ruth Wllette
cnwharr - WII Harris
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AGENCY/ DEPT

Dept of Corrections

DAFS- DFPS

PRI NTER QUEUE NAME

corrcoa3prtyfin

df psdaalpracctg
df psdaalpr 2200
df psdaalpr 4100

SERVER/ PRI NTER
| P ADDRESS

10. 10. 164. 22

10. 10. 78. 43
10. 10. 78. 43
10. 10. 78. 43
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USER | D

coboti s
cognctke
cohwar r
coj bret
coj m ch
col ahea
conboyn
conmcca
df m ook
df ospen
df saltm
ncbr obe
ncl rock
nmpkcarr
npllitt
mykyeat
nmywpet t

daekar a

Barbara Ois

Gai | McKenney

Heat her Warren
Jody Breton

Jenni fer M chaud
Lucretia Ahearn

M tchell Boynton
Mar k McCart hy

Mary Look

divia Spencer
Sandra Al t mannsber ger
Bar bara Robert shaw
Li nda Rockwel

Karen Carrol
Loretta Little
Karen Yeat on

WAnda Pettersen

Edwar d Kar ass

[ None Assigned ]

dacbat s
daccody
dacel se
dacj ewe
dacparr
dacwood
dadbr ow

dadbr ow2

dadwi | |
dakdoyl
dakfi gu
dal war e

Chri st opher Batson
Carol Cody

Carol El senore
Cl audette Jewel
Chris Parr

Charl es Whodman
Dor een Br own
- Doreen Brown 2
Di ane W lianson
Karen Doyl e

Ki rsten Fi gueroa
Lynn Ware



SERVER/ PRI NTER

AGENCY/ DEPT PRI NTER QUEUE NAME | P ADDRESS USER | D & NAME

Dept of Transportation NPI310738 10. 10. 23. 243 dtdnich - David N chol as
dt ggogg - Gregg Goggin
dt gshea -

dtlwarr - Linda Warren
dt mcke - M ke McKenna
dttcasw - Terry Caswel
dttchas - Tamry Chase

dttvarn - Ti m Var ney

Dept of Education NPI 37E8B9 10. 10. 228. 239 edfjack - Fred Jackson
edmham - Mary Hamlin
edmharv - Margeret Harvey

edtcoul - Thomas Coul onbe
NPI 4BD945 10. 10. 228. 229 edlclar - Lesley Ann Cark
Envi ronnent al Pr ot ect adm n-letter 141. 114. 169. 40 eiacarl - Ainee Carlton

ei al ane - Alan Lane
eimverh - Martha Verhille
ei pdutr - Paul Dutram
eirjean - Rosalyn Jean
eirlinm - Rich Linmuze
eirmanz - Robert Manzo
eitarbo - Terry Arbour

Et hi cs Commi ssi on et h- gealpr 4000 10. 10. 78. 53 etjwayn - Jonat han Wayne
etrsauc - Richard Saucier

Dept of I.F. W ADM FGA2PTADM_S 10. 11. 202. 16 fgdelli - Don Ellis
fgjsilv - Janet Silva
fgkcolb - Kelly Col by
fgkheat - Kathl een Heath
fgrreco - Richard Record Jr
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SERVER/ PRI NTER

AGENCY/ DEPT PRI NTER QUEUE NAME | P ADDRESS USER | D & NAME
Mai ne Health Data O g npi 35067a 10. 13.69.8 hcl adam - Li nda Adans
Dept of Human Services PQ BCFS DHS CENTRAL_HP5N 4 141.114.117. 60 hwati bb - Annette Ti bbetts

hweclind - Colin Lindley
hwdbrea - Darl ene Breau
hwdwest - Debbi e Weston

hwehanl - Elizabeth Hanl ey

hwj sarg - Joann Sargent
PQ AC H4P_1 141.114.117. 60 hwhberr - Hazel Berry
PQ_ADMSRVS_DHS CENTRAL_HP4_1 141.114.117. 60 hwel i bb - Cheryl Libby

hwj mowe -

hwkkeez - Kinberly Keezer
hwi thib - Lisa Thi bodeau

hwnt oul - Mark Toul ouse
PQ AC H4P_2 141.114.117. 60 hwsdavi - Sandra Davi dson
PQ _CASHI ERS_CENTRAL_HP5N 1 141.114.117. 60 [ None Assigned ]
PQ _AC4050_1 141.114.117. 60 hwj nooe -
Legi sl ature PQ EXDI R_1 192. 168. 69. 106 [ None Assigned ]
PQ OFPR_1 192. 168. 69. 106 I gcnola - Christopher Nol an

| gjdion - James Di onne
| gncyr - Marc Cyr
Igtleet - Tinothy Leet
PQ HP8150_OFPR 192. 168. 69. 106 | gaavor - Al exandra Avore
| ggpenn - Grant Pennoyer
I gl kier - Lock Kiermier
I grbret - Rose Breton
I grtrem - Rachel Trenbl ay

Dept of Labor LAB_OAS HP4 141.114.114. 45 Itcbarr - Craig Barrows
[tksmit - Kinberly Smith
Itrbail - Rose Bailey

Aroost ook Residenti al MHCENT_CHI LD QA Q 10. 10. 93. 249 mhcpren - Cora Prentice

mhdwebb - Debra Webb
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SERVER/ PRI NTER

AGENCY/ DEPT PRI NTER QUEUE NAME | P ADDRESS USER | D & NAME
Mental Heal th npi 8402b2 10. 10.92. 2 mhcbonn - Cat heri ne Bonner
mhebabb - El ai ne Babb
DVHVR_ACCT_4050TN_NDPS 10.10.92.119 mhasi em - Anke Siem
Mar i ne Resources npi 981320 10. 13. 180. 19 nrgbilo - Gl bert Bilodeau

nrj mood - Judy Moody

Bur of Mbtor Vehicles g- cashl 141.114. 140. 99 mvj bela - Janes Bel anger
mvkbeau - Kat hy Beaudoi n
nmvkrode - Karen Roderi ck
nmvl | ach - Lisa Lachance
mvppotv - Paul Potvin

Dept of Public Safety ACCT_PQ 141.114.146. 91 psdperr - Darlyne Perry
psj harm - Jeffrey Harnon
psndoug - Mary Doughty
psrleac - Roland Leach

Public Utilities Conm MPUC_PQ ADM N 10. 10. 212.1 [ None Assigned ]

MPUC_PQ_ADM N2 10. 10.212.1 [ None Assigned ]
PUC_PQ_COWM SSI ONER 10. 10. 212.1 purrobi - Raynond Robi chaud
MPUC_PQ_ADM N3 10. 10. 212.1 pungood - Nancy Goodw n

Mai ne Human Ri ghts Com MHRCRCH1PR895C 10. 10. 78. 53 rccfoot - Cheryl Foote

Judicial - Courts [ None Assigned ] 141.114.146. 115 scehjel - Ellen Helm

Dept of Eco Comm Dev PQ _LASER4P_ADM N 10. 10. 78. 141 sddfol s - Donna Fol som

State Library/ Museum MSL- ADM N- PQ 10. 10. 240. 23 sl bkeat - Benjam n Keati ng

sl dpush - Deloris Pushard
slgnich - J. Gary Nichols
sl gwadd - Gail Waddel |
slllord - Linda Lord
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AGENCY/ DEPT

State Planning Ofice

Secretary of State

Mai ne Revenue Services

Dept of Treasury

Wor kers Conp Board

PRI NTER QUEUE NAME

SP_PQ 5000N193

s6n32

NPl 39E338

TY- - TYALPR4050

WCAUGC_PQ BUS

SERVER/ PRI NTER
| P ADDRESS

10. 10. 60. 13

10.10. 78. 151

10.10.80.11

10. 10. 78. 43

10. 10. 104. 249
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USER I D & NAME

spbwhi t
spcl eve
spechri
spl cunl
spt vand

ssaspar
ssdgar |
ssjflyn
sst poul

Bruce Wiite

Cat hy Levesque

Et hel yn Chri sti anson
Lisa Cunliffe

Tony Van Den Bossche

Andr ea Sparrow
Deni se Garl and
Julie Flynn

Ti not hy Poul i n

[ None Assigned ]

tyakrea
t ydduch
tydncco
t yhmaf f
tykdel |

wet necl a

Adam Kr ea

Deni se Duchar ne
Dal e McCorm ck
Holly Maffe
Kristi Dell away

Terrie MLaughlin



